
TITLE:

DEPARTMENT:

REPORTS TO:

HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

Senior Records Clerk - CID

Police

CID Sergeant

LAST UPDATED:

JOB CLASS:

FLSA DESIGNATION:

12/05/2016

Non-Exempt

Summary: Under general supervision of the Police Sergeant for the Criminal Investigations Unit(CID),
the Senior Records Clerk is responsible for performing routine administrative support, or technical
program assistance work. This involves disseminating information, maintaining filing systems and
performing internal administrative support work. Provides customer service to the public answering
case inquiries and departmental and court questions. Works closely with detectives and other law
enforcement agencies to provide support and assistance in offenses and case filing.

The intent of this position description is to provide a representative summary of the major duties and
responsibilities performed by incumbent(s) in this position, incumbent(s) may not be required to
perform ail duties in this description and incumbent(s) may be required to perform position-related
tasks other than those specifically listed in this description.

Essential Job Functions:

Communicates with investigators for active cases to determine whether the release of
information would hinder the investigation or prosecution.
Prepares and disseminates information concerning division programs and procedures to citizens,
the District Attorney's office and other governmental agencies.
Maintains division filing and record-keeping systems.
Responds to inquiries and interprets rules, regulations, policies and procedures.
Compiles and enters data for charts, graphs, databases, summaries or reports.
Reviews and edits reports to ensure compliance with rules, regulations and court orders.
Records and processes reports from source documents according to Uniform Crime Reporting
(UCR) Codes.
Performs various administrative tasks requiring tracking, interaction, and coordination with
departmental staff and other city departments.
Answers and transfers telephone calls to appropriate personnel.
Conducts initial review of cases to determine appropriate assignment, factor solvability, and
assign Cases to appropriate Sergeant or investigator
Completes and files on-view arrest cases with the District Attorney Office.
Serves as division administrator for the Incident-Based Reporting System (IBRS).
Performs case updates. Grand Jury Updates, Felony Notice Dispositions, Refusals, etc. in IBRS.
Works closely with Collin County Juvenile Probations regarding case reports for juvenile
offenders

Updates division information regarding case status and potential issues.
Assists Special Investigations Unit (SID) with projects, assignments and reports when needed.
Assists Crime Analyst and Victim's Advocate (MO codes, maps, stats)
Serves as Sex Offender Compliance liaison; responsible for verifications and compliance
checks, monthly reporting to Department Public Safety (DPS), answer all citizen and offender
questions, provides all documentation to DPS and other agencies, obtains fingerprints and DNA
samples from offenders, maintains extensive data and files on registered sex offenders and
generate offense reports for non-compliance. Notifies Frisco ISD & Lewisville ISD of current
offenders and sends letters ISD and daycares for each offender newly residing in Frisco
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